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AGUENCY

OI VI SION

Jtem
No.’

Description

Retention

PER 8| OFF DUTY USE LOG

PER | OFF-DUTY VEHICLE USE

" |This schedule Amends 1209 - items PER 8 and PER 8-1

Contains summéry of data collected for .- off-duty ision/unit for one year,
vehicle use reports (MSP Form 49) .

MONTHLY SUMMARY . Installation/division/unit

Retain at installation/div-

then destroy.

8-1

Sdndulc Approved by Dopuﬂmom,
‘ Agency, ot Division Representative

(MSP 49A) contains monthly summar ies of data collected
from off-duty vehicle reports (MSP Form 49).

retains non-record copy of
MSP Form 49a for 5 years,
then destroy.

Planning & Research Divisioh
retains record copy for 5
years,then destroy. *
Planning & Research Div.
mantains annual agency
summary for 10 years, then
destroy.

June 4, 1992<:pq0(3ﬁ , B Dlrector,

Date Signature’

Tirhe

Schedule Authorized by
" Hall of Records Commission

W 17T, s /44?"‘ s

Oate State Archiviat

Carl Banaszewskil




PHSTRUETIQNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES., FORWARD
¥WITH RECORDS RETENTION SCHEDULE
(DGS 3850-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7275 WATERLOO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20794

PAGE _ 1 OF

1 DEFARTMENT /AGENCY
.ryland State Police

2. DIVISION
Agency Records

3. WNIT

! DEFINITION-RECORD SERIES- .

A GROUP OpF
REFERENCE 78 WELL AS RETENTION AND DIsSPrOSs

RELATED RECORDS NORMALLY FI1LED

4. RECORD SERIES TITLE
i Off-Duty Use Log

ITION PURPOSES

AND USED AS A UNIT FOR

5. EARLIEST YEAR/LATEST YEAR

1992 To

‘IN ‘FHE SERIES.

BRIKFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS /FORMS FOUND
6. RECORD SERIES DESCRIPTION | . ! : / /
INCLUDE THE PURPOSE OR FUNCTION OF THE 8!!!!1!8)

PER 8 Contains summary of data collected for off-duty vehicle use reports (MSP Form 49)

7. RECORD SERIES FORMAT(S)
X LETTER S1zE O MICROFILM

0 LEGAL S1ZzE 0O COMFUTER TAPE

0 pounD POOK O FLOPPY DISK

.uoxo TAPE 0O VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
O ALPHABETICAL
0 NUMERICAL

¥ CHRONOLOGICAL

9. VOLUME
X FILE DRAWER(S)
0 MICROFILM REEL(S)
O coMPUTER TAPE(S)

NUMBER [ OTHER(SPECIFY)

O GEOGRAPHICAL

O OTHER(SPECIFY)

ANNUAL ACCUMULAT ION
% FILE DRAWER(S)
O MICROFILM REEL(S)

m}%sgwﬂ COMPUTER TAPE(S)

O OTHER(SPECIFEY)

10.

} 1. riLe 1S useD 12. FILE BECOMES INACTIVE AFTER
; O pal Q we O MONTH(S) YEAR(S )
}' ‘ LY EKLY B MONTHLY m}wrm ¥
; 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
' Maryland State Police installations/divisions/ tir vES, SPECiIFY sraEncy OR OFFicE)
i units through out the State. b yeEs X nNo

15. ACCESS RESTRICTIONS OYEs K nNo 16. AUDIT REQUIREMENTS

(e yE8, c1TE LAW|S) & rEGuLATION(S)
QNONE 0O STATE DO FEDERAL 0O INDEPENDENT
17, IS AN INDEX SYSTEM D? VL
USEDT (1F ves.mPLaIN 18. RECOMMENDED RETENT ION
BRIXFLY AND DESCRIBE ANY HARDBARE/SOFTHARE)
: One Year, then destroy.
Q yEs q( NO

NAME AND TITLE OF PREPARER 20, TELEPHONE NUMEER 21. DATE
mas L. Vondersmith, Jr. _
Forms Control Officer 653-4253 June 4, 1992

DGS 550-4 (REVISED 2/87)




MISTRUCTIQMNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

{DGS B5B0-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD

BOX 273
JESSUP, MARYLAND 20794

¥ITH RECORDS RETENTION SCHEDULE P.O.

AGENCY RECORDS INVENTORY

PAGE 2 OF _2

land State Police

1, DEFARTMENT /AGENCY : 2. DIVISION
Agency Records

3. wNIT

DEFINITIW -RECORD SERIES-. A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR

REFERENCE 7% WELL AS RETENTION AND DISPOSITION PURPOSES

4. RECORD SERIES TITLE
i Off-Duty Vehicle Use Monthly Summary

5. EARLIEST YEAR/LATEST YEAR
16072 TO

i

IN ‘FHE SERIES.

vehicle reports (MSP Form 49).

X =) = TH TYPES OF [INFORMA DOCUMENTS /FORME POUND
6. RECORD SERIES DESCRIPTION (PRIXFLY DESCRIA E INF TION/ /
INCLUDE THE PURPOSE OR FUNCTION OF THE SEP'!ES)

PER 8-1 (MSP Form 49A) contains monthly summaries of data collected from off-duty

® LETTER SI1ZE O MICROFILM

0 LEGAL S1ZE O COMFUTER TAPE

0 pounD BOOK O FLOPPY DISK

‘I’UD!O TAPE O VIDEO TAPE

0 OTHER({SPECIFY)

O ALPHABEETICAL
O NUMERICAL

X CHRONOLOGICAL
O GEOGRAPHICAL

D oTHER(SPECIFY)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME

XAl FILE DRAWER(S)
O MICROFILM REEL(S)
0O COMFUTER TAPE(S)

NUMBER 0 orppp(sPECIFY)

10. ANNUAL ACCUMULAT ION
X FILE DRAWER(S)

0.5 O MICROFILM REEL(S)

ROMBER U COMPUTER TAPE(S)

O OTHER|{SPECIEY])

!“r FILE 1S USED

O paiLy 0O WEEKLY

X moNTHLY

12. F[LE BECOMES INACTIVE AFTER

B O MONTH(S) B YEAR(S)

L
—
{ 13. CURRENT LOCATION(S) (BLDG.,FLOCR,ROOM)

. Maryland State Police installations/divisions/

P urniits” ‘through_out the State

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

t1r ves, spEcirY sraEncY OR oOFrice)
0 vyEs g NoO

15. ACCESS RESTRICTIONS OYEs ¥ NO
{1r vyEs, ciTe Law(s) & rEGuLATION(S)

16. AUDIT REQUIREMENTS

g NONE O STATE O FEDERAL 0O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (1m yES.E»PLAIN

BRIEFLY AND DESCRIBE ANY HARDIARE/ BOFTWARE )

0O vyEs X NO

18. RECOMMENDED RETENTION
Installation/div./unit - retain
for five (50 years then destroy.

Planning & Research Div. - retain
record copy for five (5) years,
then destroy. P & R Div. also
maintains annual agency summary
for 10 years, then destroy.

L.

1 NAME. AND TITLE OF PREPARER 20. TELEPHONE NUMEBER 21. DATE

mas L. Vondersmith, Jr.
Forms Control Officer

653-4253

June 4, 1992

DGS 350-4 (REVISED 2/87)




